Rate My Workplace Skills

Name

Employers look for employees who have the skills and traits they need to help their business or
organization be successful. Employees that have the necessary personal skills to do their job well, do
much better at getting and keeping their jobs.

Rate your ability level for each workplace skill from 1 to 5, 1 being the lowest and 5 the highest.
Put a checkmark in the last column if this skill would be important for your career plan and you need
to work on this skill.
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Need to Work on
for My Career Plan

. Written Communication
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. Verbal Communication

. Enthusiasm

. Flexibility

. Leadership

. Eager to Work

. Desire to Succeed
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. Respect for Others of All Ages
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. Reason and Problem Solve without Help
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. Ability to Learn New Things
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. Make Decisions
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. Team Player
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. Reading Ability
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. Comprehension
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. Listening Ability
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. Writing Ability
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. Computer Skills
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A. Discuss how a teacher would rate your skills? A supervisor?

B. Think about how others perceive you and look at your skills realistically. We all need to work on
something. Try to work on what is important to your career goal today!

List the top 3 workplace skills that you need to work on the most to achieve your career goal.

1.

2.

3.

C. Look at the workplace skills in the checklist on the previous page to write 5 interview questions an
employer could ask a potential employee during a job interview.

Interview Question 1:

Interview Question 2:

Interview Question 3:

Interview Question 4:

Interview Question 5:
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